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The sanual provides a rationale # procedural 
tiae-schedulest instrilaentsJ and supporting dcculaentation 
services prqaraa evaluation Tit SOU Agricultural and 
technical College, Delbl% Six procedural guidelines include: (1) all 
prograas and services should, be evaluated at least cnCe ^very four 
years. With provision for annual progress reports; (2) the Office of 
Studenjt Affairs vill establish a schedule for prograa revien; (3) 
evaluation rei$ponsibili^][ resains vith the specialized staff in^each 
prograa; (4) evaluation progress shall be acnitcred bj a' prograa 
retrien steering coaaittee; (5) a reviev of the ela'luation sha^l occur 
vithin thirty days of the reviev panel^s visitation cf the prograaj 
and <6) funding for evaluation will be allocated in each prograa^s 
4(Qdgete The' student services prograa evaluation instruaent is ^ 
presented in outline fora, covering pr\>graB ideiftitjf# students, 
personnel, resources and, facilities, , adainigttation, accoaplishaents, 
and liuaaary results and i;£COB»endations. A resource aanual suggesting 
sources of data for coaplitingv the evaluation instruaent. and<^' ^ 
aiscellaneous recosajendations concerning evaluation report content, 
foraat, and style are also included. (IH) 
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STUDENT SERVICES PROGRAM PLANNING. AND EVALUATION: 
PROCEDUK£S AND PROCESS 



'AN INSTITUTIONAL COMMITMENT TO; - 
. COMPREHENSIVE PLANNING AND EVALUATION . 

/ " 

Established In 1913, the College at Delhi is ^'ne of New York State's 
pioneer? in two-year technical and vocational higher e'ducation. A unit of the 
State University of •New York since 1946, it presently offers 37ybasic fields of 
concentration'. Since 1960/ the student body has increased from 350 to 2600 

/ ^ - V 

fulltime students. The number of professional staff and programs have^ grown 

t , ' 

and a completely new campus built. As a comprehensive college, the educational 

services at Delhi encompass: career and ^vocational educ^tion^^and training; 

education and training for citizenship; research and public service. 

Delhi is accredited by th6 Middle Stajfees Association of Colleges and 

Secondary Schools.. However, to continue the commitment 4o high program quality, 

it- is both desirable and necessary that a continuous, comprehensive planning- 

and evaluation process be pursued. Institutions* that will give leadership in' 

the matter of evaluation will find the costs returned to them many times over, 

partly ^because evaluation is thd way to demonstrable quality and partly because 

it is th6 way to true accountability. Money, for particular' institutions and 

also for^'higher education as a whole, will follow demonstrated quality -^nd ^ 

ac9ountability . Moreover, a ijilannlng an<i evaluation program ^arr4.ed on y^ar 

after year establishes its own norms arid provides a way of measuring, or at 

.J 

least judging,* institutional progress. . . - • 

Planttj^Ag and evaluation. is conceived as a concerted effort by everyone 
•at D«lhi — students, faculty, administration, and other staff — to bring 

' • ' ■ . . - . » / . • 

about educational improvement. Institutional integrity flows in .part from an 



honest and competent effort; to -evaluate re&ults, whereas a policv of reporting 
good news and suppressing^ be<J news is the worst kin^ of accountability^. The 
findings might at times: be humbling attid sobering; yet Delhi ^believes >hat 

f 

those institutions who can manage and plan on the basis of clear objectives 
f • , 

,and measuted performance will out-distance those who fly blind. 

D^lhi does not pretenfl that a cbmprehensive *pjanning and evaluation process 
is easy. or cheap. The entire concept requires a grea^t deal of invention, 
learning, operational time, and mon^y. The college has favored starting on 
a small scale and substantia^ parts are currently in operation and without 
exorbitant cost. Yet, th^ educational .impact of a full^ pi;"ogx;am could be very 
great and eventually wou*Ld justify' the investment of no less than 1 to 3 
percent lof the educational budget on comprehensive planning and evaluation 
and related research and development. 

The key to^meaningful planning and evaluation is college and staff commit- 

4 

ment and participation. Staff members responsible for student services and. 
activities, for example, will insure the continuing ef f ectiveness ^of the ^ 
respective program. Still, individual program planning and evaluation must 

be. a cooperative venture. Staff should have the active ipooperation and 

. / - ^ 0 

assistance of all college functions^ so that required data, information; and 

other assistance are available. Moreov^er, the process musft^;be coordinated 

^witK institution-wide planning, management, and .evaluation programs, including 

required reporting procedures. 'and timeliness Consideration should be given 

also to inter- functiona^l relationships, including inter-campus study and ties 

which extend beyond t\fe cajHpus. 



Following.are example^ of related purposes* us^rs, iind p-rocluets of 
individual program planning and evaluation: 

^ ^ ' )> ■ . . \ 

PURPOSE: "Institutional Accreditation and Accountability 

Institutional Planning, Management, and Evaluation 
, \ Professional Performance and* Development 

» Program Planning, Management, and Evaluation 
Performance Auditing and Reporting ^ 
Policy Analysis % ' . 



USERS: Middle States' Association 
^ State E(50cation Department - 

SUNY Central/Other Colleges 
Student Affairs 
Research and Planning 
Academic AffaArs u 



RELATED' PRODUCTS : ^ 

College Master Plans, Missidn Statements, anti Budgets 
College Self-Study for Middle States 
SUNY Master Plan 

Progran> Plans; Missions, and Budgets 
Annual Reports - Other Reports on Neeclp/Results 
SUNY/Delhi Cos.t Analysis Reports 
. Program' Development Proposals 

\ 



* STUDENT SERVICES RESPONSIBILITY * 

The call for iristitutiona^t planning, management, and accountability is 
being heard throughout the land. It reflects in part a failure ^1 confidence 
In many of our colleges and un-iversities as well, as frustration over rapidly 



increasing costs. One response is to heighten th^ j)otential qf various ^educa- 
tional- activiti)^ outside the formal classroom in addition to /those within for 
improving outcofBIs of^ various types such as student , growth and development, 
new knowledge and art forms, and Gommunity impact. Speaking ^to thi^question 
Is ihe wholie area of student af fair8^^.ai>)l services which is' an essential aspect 
'of belhi's educational program. Accordingly, student affairs programs and 



! 



services are considered^ to be an integral part of the college'' s c6mprehensive 
planning* and Evaluation process. For example, Delhi's 1976 Campus Master Plan 
recomaended that the college place .stronger emphasis on improving the quality 
of residence' hall life and on promoting living standards which overall should 
be highly cpnducive to a serious and enriching educational experience . 

PROCEDURAL GUIDELINES- 

Following are guidelines and procedures for student services program - 
evaluation: ^ ^ 

• ■ • ■ ■ ■ 

1) All • programs' and services will be evaluated at least once 

^ • 4 . • 

every four years with provisions made fot an annual' progress 

report. Such efforts shal-l be coordinated with^the college' s- 

planning and evaluation, -accreditation, and budgetary planning 
^ *^ . . 

*■ 

processes. * 

2) The Office of Student Affairs in consultation with approptiate 
ct)llege 4inits and the Student Affairs Council, will establish 

^sequence and schedule of program review for each function or 
• unit. A new program or service will not be evaluated until it 
has been in^^istence for at least two years. -In developing an 
appropriate schedule, consideration will be given to the mutual • 
benefit wh'ich might result from reviewing related programs a^d 
services concurrently. 

3) Responsibility for evaluating a student services progratn remains * • 

* 

with the specialized staff in that program. Each review will 
follow the accreditation mod^l procedure which requires a. self- 



st'udy to be submitted to afi external review panel which Vdll 



visit the campus to reviev^ the program in operation and report 
its findings to the Vice Presijler>t for Student Affairs, indiv- 
idual membershi^O'f the review 4>anel shall be determined by the - 
Vice President for Student Affairs after consulting ^ith the 
appropriate program/ unit. The review panel shall cohsist/ of 
at least live individuals, three of whom shall be ftom outside 
the college; that is, from industry or an educational agency. 
The Director of Research and Planning shall b6 an ex-officio 
member^of the panel. The Vice President for Student Affairs 
will develop the charge to the review panel in consultation 
with the appropriate .prpgram unit. 

r , 

4) A program review steering committee consisting of student services 
personnel, factilt^, students, and the Director of Research and 
Planning shall assist the program unit dlid monitor the progress 

of the evaluation. 

5) The review panel will submit its report within ^0 days of the 
campus visitation to' the Vice Preftdent for Student Affairs 

who will review the findings vfith the program unit, the President, 
and with the task force. An appropriate ac'tiog plan setting forth 
priorities and objectives to b^ achieved within a specified ^ ' 
time^period by designated offices or personnel shall be 
devised by program personnel in consultation with the Vice 
President for Student Affairs. 



V 



6) Funding to support* the procedure will be provided in the 

r ' " . M . - ' • 

budget allocation of each program unit- to cover the, travel, 
honoraria, and related Expenses normally Associated* with the 



pTagJC^ evaluation. * ^ % 

\ • 
Under ordinary circumstances, the- quadrennial evaluation process should 

be conducted in four phases during ^iie academic year. Phase 1 initiates the 

evaluaticfix process for the program unit ^in September with a join^Sfi^eting 

between the steering committee and program s'taff fot the purpose of revising 

guidelines and tffe evaluation's, design. The second phase ends February^ 1 when 



prowiam unit personnel have completed the 'Evaluation instrument and preliminary 
reijorx. During- Phase 2 the steering comfni ttee will meet with progran^ unit 
personnel as required (usually at the mid-p9int) to ver^y that appropriate 
progress is being made and to provide general guidance. The p'reliminary report 
will b^ reviewed with^the steering' committee between- February 1 and March 1. 
Program ^taff will complBt-e th'e final report by April 15. During the thitdf" 
phase the external review panel shall meet^on campus for a period of Mpne or 
two days for the purpose of reviewing the final report, conducting interviews, 
and consultations. Thfs phase should be\completed no later fhan the end of the 
spring semester. The fourth pha>e is one where the Vice President for Student 
Affairs wiH teview the findings of the review panel in consultation with 
program unit personnel and the President. It is during this pha^e also that ' 
an appropriate action flan is devised, including, provisions for annual .progress 
reports due on or before April 15 of each year. 



•/ 



EVALUATTION §CHEDULE FOR' STUDENT SER^^CES PROGRAMS 



1977-78 



Health Center ' 

StudenC^ousing and Residence Life 
Athleties 



Inion, \\ 



Student Life - Student Government, Student Union, Student 
Spo'rfsored Activities ^ 



1978-79 



f 



Career Planning «and Placement Center 
Counseling Center' , « 
Finano^a 1 k\ds 

'Educational Opportunity Program 



1979-^0 



Admissions 

Student Recprds 
ft 

Food Serjices 
Securiiiy 
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"begins a four-year cydle for each program anit,. with provision 
for annual 'progress report.. 

"^Initial evaluation begins January 1, 1978 and ends October 31, 1978. 
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/ . . ' TRANSITI0N7U. TIMETABLE 
FOR 1977-78' STUDENT SERVICES PROGRAM EVALUATIONS 
' ' \ 
(Health Center, Student Housing and Residence Life, 
^ ' Athletics, and Student LiTe) 



PHASE 1: Oi:ientation fef Program Staff to Self-Study 
'(December 1, 1977.- January 31, 1978) 

Joint meetings with Steering Committee and program st^f 
, to review Guidelinea, and evaluation 's ddsign! 



PHASE 2: Program* Staff Complete Self-Study and Report 

(February 1 - August 31, 1978) * ^ 

Completion df Evaluatioi^nstrumeht and Self-Study Report 
by program staff. (Mid-point meeting wifh Steering^^ 
Committee April 15 to verify that appropriate progress 
is being made arid to provide general guidance. A prelim- 
inary report wiM be reviewed, with- th€v Steering* Committee 
» between June' 15< and June 30. Program staff will complete 
the iFinal Report ^by August 31,^1978.)^ ^ 



PHASE '3: 



I 

PHASE 4: 



External Reviw by Pane}, with Report 
(September 1 - September 30-, 1978) 



On-site visits by external review teams-* for respective 
programs. Written reports from external review teams 
due October 31, 1978. 



Discuss Recommendations , Prepar.e Implementation Plan 
(Ndvember'l - November 30, 197&) ^ 



Vice President for Student Affairs will review findings 
of tl\e review panel iti consultation wl th program unit 
personnel and the President. Alsow an appropriate 
action plan will be devised, including provisiona f or 
annu^il progress reports due on or befcjre^, April 13 of 
each year* 
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STUDENT 'S£RVI(i:S PROGRAi| "E VALUATION INSTRUMENT . . 



•T.>S0ORAl|;tI)EllTITy,-4.'MISSION, GQALS ,/ dBS^IVES^ PRIORITIES 



'Ar. ^rpfcMBe ^6r 'M^onsttH-lityl - (Describe, -iiV^relsti'dn to) 
" r. Societal, student, and connnunity needs 
2, College mission aifid emphasis ' . 



3. Interrelationships ^with other college programs. %jclude 
appropriate organisation ehart^. ^ ^ 

L \ « - ' 

4. Special concerns of the program that s*hould be reflected 
*in institutional planniag and mission statement.' ♦ 

•B'. Statfement\of Philosophy - (Describe anci explain briefly) ^ 

•1. The bel«fe^hat govern the development and operation 
of the p;tog|tD (i.e., the g^emises wjjlch guide the ^ 
^ ' program or Jctivityi^^ ' ^ * / 

2; Any changes necessary irt order to maititam program , 
relevance in terms- of conc^itions such \s student 
characteristics, master plan , and college mTssion 
emphasis. . 1^ 

C/ Objectives - (-Identify) ' ^ ' . 

1. As stated in original program justif icatioils, former 
and curren^ campus master plans* *and/or accreditation 

Reports. • . * 

2. '^0ther speciftLc objectives which^serve to guide , program 

^ • development And evaluAtipn especially those related to 
student growth ^and development including, academic 
pf ogress, research, public service.' " ^ 



I 



/ 



ERIC 



D. Activities '^ (Describe ^in- relation trj) • . 

1. Implementation^f program objectives 

* 2. Tl^ extent to which the activities are designed to* 

reflect the needs of student ,^ campus, anc^coramunity ^ 
clientele. ^ , ' ' • i 

II. ^UDENTS '..A - ' 

A. Program Workload - (List or explain) 

1. Four-year eftirollment trend^^ at the college by gender > 



X 



> - 



■ ■ - - • >4 • \ ' 

2. Fou^ear student wqjifejLoad: trends of the prograa., with 
■ ,not;aKle implications. ' ' . < , ' - ' 

3. Proposed workload levels' for next four years. 

4.. Special concerns relateci to enrollment or workload 
' * that' should be con3ide're4 in institutional planning. 

Entry Level Characteristics "-! (Describe) 

1. Kinds of students enrolled by the college oVer t^e 
► / past foUr years; such .as^heir qualifications, origin, 
• ^ goals, needs. 




2. Kinds of students served 

past ^ouT years (givinV^speci 

' ' . . . ' . ^ ^ / 

3; Kinds of special, aptivitie^ desighWd to meet specific 

student needs; i.e. , tutoring, worksho|)S, orientations, 



III. PROGRAM PERSONNEt. • . ' 

' ^ ■ ' ' ^ ' • . ' : 

A. Job ^Descriptions r (List or describe^ y 

1. A domplete Job description for all staff linea. , ^ 

''2. Ade<jua<^^^ dtescrtj^tion^s) and any proposed changes. 

•^*B'. Staff Characteristics T- (List et 'describe) , , 

1. Primary. st«aff involved for each of the past four years 
enumeratii;^ earned degrees; em^oymeipt experience, 
length of service .at Delhi^'^ge, and-appointment .stafus 
Also, list any other supportive staff who bring important 
quality ania rounded^ess td ^e program. (Include clerical.) 



^5 

i 



t 

'2. extent to which staff are trained or experienced in the > ^ i 
arBa' they are Chrrently serving together with e\||(||nce JT 
such as professional reputation. " ^ * 



3. Any staff turnover 'and appointments for ea^h of last * 
^' ' \ four years and resuf ting- aorisequencQS ftWjj^program -development . 

• C. Faculty and College Staff Relations - (Describe^ or explain) 

1. Concerns of the program which rftqufte^^ direct*' faculty 
and college staff cooperation. . 

2. Ways in which faculty and college, staff are regularly^ ^ 
* informed abput the program'^ res{)6nsibilities and 

problems and vi^^versTa. ^ * fm^ 

3.. Examples of fapulty and Golleg^e staff cooperative ^ "'"j^^ 
— effortfij,. ' • . » , 

13 ' 
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' 4/ Special condems related*^ tq^ faculty an4 co^iaege staff 
that should be considered in iiistitutipn^l planning. 

Activities - (Describe) . -'j^^ ' \ ^ ! • 

i. Extent* to which program pe^^onnel s^^w^^^ of 
pro-fessionaj. activity and gVrform^cl^. giving 
particular attention t6 Xh^„-i«lluwiniT - 

a) involVj^flai^ in defin-ing and ach'Ifeving program 
' bbjefelivF^ ari^ in firi^n^Pting innovations or 

im^p^^nti '^/^^^^ ' ] ^ * 

b) ' stu^ifc"s*^?rvic^ an^ developmait; 

- c) de^velopment oft^§rant proposals, consulting 

wor'k, cotm^a^^ assignments, college governance 
, ^ activlrc^-^'i^^^^^es^ accomplishments that can 

b^ !^relate4r^^^^*<^ apportunities. 




2. Level aii^ kirid progiajn-personnel contributions 
• to other ^^afimpKis^? functions or programs. Include any 
' teaching a^^^ranents. 

Staff Development.^ (Describe or explain)' 

/■ ' [ i ' 

l.'How* staff development efforts relate to program 
purpose, philosophy, and objectives. 

IX-Anj^ special proce'du^res used to improve effectiveness* 
of ^ervice. Accomplishments that show how these ^ 
special techniques actually improved services. 
Include participation in formal workshops, courses 
or other, related training each yeaj over the past^* ^ 
four ^earsl 



V 



;fai^uities ' 

fll^SerVices - (Identify or describe) 



4, -^1; F^i*t^ure staffing needs' in relation t6 c^iTent and 
' .-i^i^tiik^p^ted' enrollments, workloads, and program 



vJ?bjjea^^iVtfs,;. ifhclude the number and desired 
qu^lAflTcdtions 



2. 'A3equacy of support from other functions suclv as 
academic .pr^bgram, registrar, admissions, counseling, 
placement, computer services, library, learnj^ng 
resources, maintenance, and student work^study. 



■4 
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6. Supplies and Equlignent - (Describe) , < 

1. Levels and' kinds of program budget and/or in-kind 
support for each of the past four yeaFs. 

2. Adequacy of supplies, travel and equipment levels 
^'and any future changes which may be indicated. 

* • 

C. External Funding or Support - (Describe) « 

1. Source, amount and purpose of any external funding 
or in-kind support for each of the past four years. 

D. Facilities and Space - (Describe) 

1. Specialized facilities and any significant additions 
made within the past four years. How these are 
related to the requirements of^ the progra^. 



I 



2. How the program is assessing the efficiency 

of its spa'ce utilization. Include any improvements 
resulting. ^ ^^ « 

3. Adequacy of facilities and proposed future facilit^ies 
plans. (Requirements for insti^lAonal planning.) 

E. Institutional' Support" * Describe) 

% 

1. Adequacy of overall institutional commitment to 
piroviding policy, procedures, organizational structure 
and resources needed to injure quality and success; 
consider current* responsibilities, and projected 
college enrollment levels, student characteristics, 

, and planned activities. i 

2. The development of the program's budget and how staff 
determine and monitor expenditures to assure optimum 
returns. (Include special concerns', if any, related 
to budgeting that should be Considered in institutiona 
planning. ) ' * ' 



PROGRAM ADMINISTRATION 

A. Program and Act4^j.ties Development - (Describe) 

l^Procedures for' program planning and revision, 
w Indicate tole& played. by staff and frequency, 
, program has been updated an;^ evaluated. 

2. The involvement and /or articulation of this prog^ain 
in relation to others for purposes of development., 
Include: a) student affairs fmnction, b)* college, 
c) region, d) state. 



3. The kinds of studies undertaken to determine th^ 
continued relevance and quality of 'the program. 

^ InclAide any recommendations or actions that followed, 

4, ^ Program policies currently under study or that need 

, ^ revisloii which should be considered in. institutional 
planning • ' ' ' ' 

-B. Program PerformaBce - (Describe or appraise) 

1. Performance in use of resources for each of the last 
four years using measure^ such as stud^t/staff ratios; 
weekly staff ,oontact hours; weekly student contact hours 

7 per staff member; staff salary and support costs per 
' ' staff contact hour, and student contact hour. 

2. Attempts 'to modify and/or implfeve program performance ' 
ddring the past' four years. Include, any innovations » 
m&de in ,the use of resources. , ' 

3. AcnjLVities that have been added or discontinued during 
the jbast lour r.years'^d reasons for action taken. Also 
ind^ate which, if any, are presently being planned or 

' are endangered. 



'VI. PROGRAM .ACCOMPLISHMENTS , • 

A. Program Impact - (Present or describe) - 

1. |le'cotd 6f accomplishment or value added for each of i 
past four years. Include qualitative and quantitative 
evidence of program contributions to- the folJ.o\fLng> where 
available ir a) student growth and 4evelopment,^ including 
academfc progress; b) research; c) public or community 
senMce. * p ^ 

B. Program Philosophy, Purpose^ Objectives - (Appraise) ^ 
1. Pr'ogi-am effectiveness in attaining stated* objectives. 



2. Iinpl legations for future developnjent , respon^ibildhty^ , 
or en^Aiasis of present program. 'j jr^-^ 

Z\ Institutional Planniifc and Development - (Appraise*^ describe) 

1. Program effectiveness in*helping attain stated 
college master "p^lan goals and mission. ^/T^ 

1. Implications for futurg' iil^ti tut tonal planning 

and .development'. ' \i: , * 

3. When this program should next be evaluated or ^* 
re>d.ewed for any* purpose. , 

. • ^' . • .. . 16 , ■ ;• 

• ■ ■• -13- .•/■ y-- . 




VII. SU>QiARY: PROGRAM RESULTS AND JIECOMMNDA^IONS 

A. Program Results - (Provide) 

1., Summary statement of overall pyogram quality, 
efficiency and effectiveness ^sed upon findings 
and conclusions' contained in >chis review. 



B. pVograal Recommendations - (Pr^ide) 

l\ Recommendations which woij|ld lead to further 
\ improvement in the college and in program qualijzy, 
efficiency and effectiveness based on findings and 
conclusions contained in this review.. o ' 



2. Any known or ariticipated factors which may impede 
or prevent, action on the stated recommendations; , 

3. Suggested strategy, methods, and timeline for 
implementatJ.on of proposed recommendations. 



5 
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RESOURdE MANUAL . ' .' 

Responses to the student services program evaluation instrument requit»e 
, a v^iriety of activities including <iata ga't-hering, consultation, deliberat^n, 
'Analysis, and report writing. Because^ so much of what required in the^ 
instrument ptesently exists in one form or another in one office or another ^ 
and for one purpose or another, the task pf student services ptogram eval- ^ 
uation could potentially 'be quit^ burdensome for many programs, particularly 
. those with only a f'ew staff to conduct the self-stu^ly. To address the obvious 

' ' ' •'>J^ 

• need for assistance, the fc^Tlowing resources will be available: ^ 
a) A.-steeTing c^rrapifttee will monitpr the progress of the 

program self-study and, when necessary, will react to the 
' y * ' neecf for clarification or reyisloh; » (/ 

.b) The ^program head will supervise the activities of the 

* » 

*, pragram . Staff in completing the instrument and will 

\ ^ ' / ' ^ 

be generally available for assistance. The program head 

/ is responsible for the fina^* product and the conduct of a 

• , . 4> ' smooth self-assessment, 

. , . ^ , c) The' Off ice' of Student Affairs and the Office of Researc^ 

an3" Planning will provide procedural guidance and technical 

"* assistance; and 

V 

d) A central w'ork .location containing various resource docum^ts 
V ancL materia Is will, be established for use by al^program staff. 

"... % ^ 

In addition, this manual has been designed to provide more direct, specific 
assistance by identifying sburces^of data or information, that is, an appropriate 
^dministififttive office oTr ^document, and by indic^^jting in m^ny instances ^the nat/^-e 
*of the required r^espon^es, that ij?> staf ^analysis and/or judgment, table and 

ERIC - , ■ 



' * ^ 0 • 

appendix.' However, resource offices or documents cited^ere are not meant to ^be 
the pnly ones' used in the eelf-study. Rather they are examples recommended for 
reference and assistance, y ' ^ ^ \ • ^ 

Each' student ser^^es prograjn staff involved in th\s evaluation^is likely 
to approach the task, in a slightj^y xiiffefent way. It is strongly recommended 
that all student s^rvities profeijams proceed in^the following manner: 

\. . * \ ' : 1- . ; \\ . 

' . ^ ' a) 'provide a timetable' with regularly scheduled mee-tings; 
* ' ' \ \ - , • ' 

6);.a^ssign tas^ with ^eadli-hes in ord^r to dist;ribute and 



. accojnj^lish the -self-stvudy workload in an equitable 

^ ^ ^ - V ' ^ • 
i^nner> » . , \ • , 

' • » ' " • . ' , • ' ' ' * ' \' 

' ' c)' completie> the *.ins^]rument>secf ions in the order in which 

c- , -'/-'.^ ,^ ■ V 

. ^ .they appea^so t^hat; the*«necess'ai!7^^ta and infx)fmation 

#1! 1j€ av^ilafere* ahd evident in staff , analytical and 
' • judgmental responses and fo^ each succeeding- step in 



ft 



„>• the evaiua^iT>^ process, * ' ' 



' Wher^ staff 'wish .assistance fn ''amalyzing data or approaching *their tasks^^*- 
contacts should be^ made 'with ' either Pr. Charles Repp, Vice President .for Student 



Affair's, or *M1:'.. RcnT^Bi^adh , .Director ^bf. Research anjd Planning. 



PROGRAM IDENTITY.- MISSION, GOALS, OBJECTIVE^, AND PRIORITIES - 
A» * ^ • ^ * ' 

1. Consult local, •^regional, and nat^-oi^al reports and studies 
e. g* , "Appalachian, regional and atate plans. 

2. Examine college's mission statement in jp amp us and SUNY 
master plans. \ . 



3. 'Prograrm staff analysis. Consult coll^^e and function 
organization* cfiarts, . t 

\ • - . 

4. Self-explanatory. 



B. 



/ 

1. Program staff analysis 



2. Self-explanatory. 

1. Consult 1976 and previous Delhi Master Plans and.' 
accreditation 'report;;;S. • ' ' 7 '4^ 

Includ^ Jothe;r objectives which may^ have sb^en' established 
sincQ, {Previous master planning or reacCreditation. . 

D.. ' ■ ' •- ' " ,. . 
J ' ' 

1. Self-explanatory ' , * 

2. Program s^^^'f f 'analysts ' • 



STUDENTS ' , . - 

A. ' • ' . / , 

1. Contact Office of Research and Planning for data. 

2. Based on progi^am staff records and analysis 



3. Pifbgram staff analysis 

4. Program, staff* analysis 

1. Contact Office of Research an*d WTm^ning for data, 

2. Program staff analysis 20 ^ 

3. *Self-explanatory ' 



III. PROGRAM PERSONNEL , , , • 

A. ^- • • > ' ' <' 

1. Contact ^Personnel Office and Student Affali^. Include 
difes'criptions in Appendix. 

2. ^Program staff judgment ^ /' 

; ) 

B. . - 

• * , rtrogram staff analysis. Vitae to be included in appendix 



2. Program staff analysis 

3. Program staff an'alySis 



1, Self-explanatory 

2. Self-explanatory » 
3» Self-explanatory 

Program staff analysis ,^ 

/ 

/ 1. Program staff analysis" 

j * 2. Pxogram staff analysts 

' I. Program staff analysis ' . . 

2. Program' staff analysis, /include any tabulations in |i 
appendix* Also, consult professional performance arid 
/ . growth plans.* 



IV • RESOURCES AND JKACILIH£S V 

a/ - . i . ' . . » ^ t • . 

1» Program staff analysis. Also, consult Office of Research' 
and Planning for projected enrolliaent data and anticipated ' 
student characteristics/ 

Program etaff judgmlS'nt ' ^ . . . 

" 21 



B. 

0 

1. Student Affairs Office records shoirld show budget 
expenditures, ^ Also, consult Offic^'of Research afid 
Planning^ ^In-kind support identified by program straff, , 

jj. Program staff judgment 



1. Program staff records. Also, consult with College Grants 
Office and College Foundation Office. 



D. 



1. Program staff analys-is. Also, conisult^ith Office of 
^Rese^rch and Planning., Square footage should' accompany 

description. _^ ' • . 

2. Program staff analysis. Also, consult with Office of 
Research and Planning* 



3. Program staff judgment 

E. ^ . . ' ' 

1. Program staff judgment^ 

2. Program staff analysis. Consult with- Office Df Student 

Affairs. - * ' 

» • ' • 

PROGRAM ADMINISTRATION 
A. 

1. Self-explanatory * 

2. Self-explanatory <^ 

3. Program staff analysis. Consult Office of Studeift Affairs 
and Office of Research and Planning for other related studies. 

4. Program staff analysis. ^J^ult with Office of Student Affairs. 



1. Program staff analysis.^ Consult with Office of Student /Affairs 
and Office of Research and Planning. ' 

2. Program sta^ analysis. Consult with Office of Student Affairs. 

3. Program staff analysis. Consult With Office of Student .Affairs, 

'52 



-19- .' 



VI. PROGRAM ACCOMPLISHMENTS 



A. 



B. 



1. Program staff analysis. Consult with Office of Student Affairs 
and Office of Research and Planning for other related studies. 

- ' ' • '■ ' ' 1 ■ 

1. Program staff analysis ' • ' ' 

■ ' I 

2. Program staff analysis ' ^ 



C. 



1. Program staff analysis. Consult Delhi Master Plan and 
Accreditation Reports. 

2. Program staff analysis and Judgment. 

3. Jelf-explanatdry 

VII. SUMMARY: PROGRAM RESULTS AND RECOIMENDATIONS , , 

A- 

1. Program staff analysis and judgment. 

B. . » 

'* 1. Self-explanatory. Consuls with Offite of Student Affairs. 

2. Pro^jj^un staff analysis and judgment?. 
■ '3. Prdgram staff analysis and judgment. 
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MISCELUNEOUS RECOMMENDATIONS ON CONSENT, FORMAT, i^D STYLE OF REPORTS 
These recotanendations are intended to assist progtf^ staff in developirtg 

r ' ■ ^' ' 

the Student Services program review self-study document. They are based uxfon 
"the/ desire to establish consistency within and amon^ st^d^nt services. program 
review self-study docjoments. Because of its importance, the self-stud^document 
must be readible and understandable for a wide range 'of people, including those 
who may not be familiar with a particular program 0)0 the collegers- internal 
organization and operatiri'g procedures. To this end the recommendations which 
follow are intended to promote consistency for all the college's student services 
program review self-studies.* ' < 

' 1) The document sh6uld be a flowing narrati-ve orgaAzed 

' according' to the instrument outline. Use only the major 
section headings; that is, I. PROGRAM IDENTITY->IISSION, / . 

GOALS, OBJECTIVES, AND PRIORITIES,' and the subsection 



ERLC 



headings; that is, A. Purpose and ResponsilrilJ^ty , The 
items listed numerically un^r each subsection heading 
' should, t>e treated in th^ response to that subsection, 
but they should not be identified separately by" headings. 
In other words, judgment should be exercised in using as 
mudh flexibility as is needed in responding to each item. 

2) Any appendix materiai should consist of information 

requested and other information which is felt necessary 
to supplement the 'narrative or complete the document. 
Typically such information is of secondary importance ' 
which the reader can reference. It also is material 
which, by its nature, would disrupt the continuity of 
the narrative if placed in the text. The^ ideal review 

24 
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document pres*ents the reader with a narrative which describes 
th^^rogram from^A to Z without requiring th^ re^er to do 
research in documAts supplied in the appendix.* ^ 

3) Data are recjuested at various points iifi the student services 
progtam review instrument, 1^ is sometimes l^rapdrtant- for tl?e 

data to be presented in tabular Kf,xyjta for Immediate reference 

/ 

or for 'inclusion in the appendix J It is extremely important 
to remember that all the data st^ould be analyzed as part of 
the self-study process . In t\^s way program staff will be 

' ai>le to identify- significant Aspects of the program for the* 
reader: It cannot be assume that the readet will identify . 
or understand the significance of the data without fuij^ber 

' guidance. In sum, where ^ata are requested it should be 
decided what needs to be/ said, in *the narrat:^^e concerning 



' that data even though tne table will appear in tlie text. 

I* ■ * 

I * , .-^^ 

4) When preparing both datai and narrative completing the 

student services program review instrunji^i^nt , there will be 

J 

a natural tendency to respond to instrument itefes with 
lists. For example, a list of objeocives, a list pf planned 



changes in the program. Though thid may be helpful in pro- 



ducing the first draft, it does not 



make a readable document, 



Vartous forms of listings can and shoilid be' used in response 
"to the instrument items. Over-reliance on lists, however, 
will make the document very choppy and perhaps^''"aai6adabl€ 
or confusing, 

25 ' 



5) The student services, program review self-study docym^nt is 
^Iffnning and assessment document. Periodic ev^uation of 

f current iprogram objectives, activities/ and accomplishments 
Is an essential part of a continuous plannine process. ; . 

Information that is requ^ested is ln4:ended to be useful /or ^ 
the pr^ram staff and the college's administration in planrting 

.-the {Program's future. Avoid "filler" for the siake of creating 
an impressive docu^^^ Quality^ i$ more important than quantity 

6) '' Avoid abbreviations. The reader cannot be expected to know 
^ what abbreviations stand for and should not .have to search 

the document 'to find their meaning. 

7) Minimize cross referencing. The student services program 
review instrument ife constructed to, develop infonnaticn 
in a sequential* manner. Cross referencing, though it 
stresses the inter-relatedness of many aspects of ^he » ^ 
program, detracts from the document's readability and lessens 
the importance and impact of the pres.ehtation of information. 

8) A^l quoted material and information taken from reports, 
publications, etc., should be appropriately footnoted. 
Footnotes, should follow acceptable form and "style, 



I 



9) A Table of. Cbntents should be developed and should corres- 
pond with the major section and 'subsection headings of the 
Student Services Program Review Instrument. It should also 
include a list of appendices and a list of tables. * 
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10) Appropriate use s'ho^d be made of the sample chart formats 
for reporting staff development inrormation. 



IJ) Accutacy and consistency in the terminoJU)gy us^d in 
• ' ^referencing college programs should '"be stressed. 



12) Information ilavolving students, , fatuity, staffs such 



as minutes from self-study meetings, should omit 



t^ 

specific names^ The major exception to this is the 
' section on program staff which tequires identification 
of the proglr-am personnel and inclusion of their vita- 

s 

13) Evidence to soppott points which will eventually be 
recommendations toward the conclusion of the final report 
should. b'e, identified and developed at appropriate points 
in the supporting narrative found in the body of the 
document. The resppnse to item VII. B.-" Recommendations" 
should be a brief statement of the recommendati-on. 

14) All drafts and the final document should be double Spaced. 

15) Format for final d^aft document: OUtSIPE COVER, TITLE AlE , 
TABLE OF CONTENTS » ^l&T OF TABLES (if tables are lased) , BODY OF 
INSTRU^&lf, and APPENDICES. , ^ - ' 

^ • ^ a) Margins - Leave a mal:gin of at" least, one inch on each 

of the four sides pf the sheet. The left margin is 

^ tetter at 1 1/4 inches to alibw fo% binding. On the 

first page of. every marjor dwision of the , document , 

leave 2 ii|phes at the top above th^ headittg. / 
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r •; ... 

15. » b) P agination - Assign a number to every page except the 

, blank sh«et following the tltfe page ^if one is insetted) 

• ' ' ' . ■ f 

Number the preliminary pages .wi^h small Roman numerals (i, ii, lii, 
etc.) centered at'the bottom of the page on thg^fifth space 
above the bottom of ,the page. The numbers begin with **ii". 
• . The title pag| , counts as i, but is not paginated. Number 



the remaining parts incl^^dlpg text, illustrations, appendix, 
and bibliography with Arabic numerals centered at the bottom 
of the, page on t&e fifth space ab^dve the ^age, 



c) Tables - All tables should be labeled appropriately. 



UNIVERSITY OF CALIF. 
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